Business Services Online Tutorial

How To Use Social Security Number Verification Service
(SSNVS)

Lesson 1: Introduction

Social Security Number Verification Service is an online service that enables employers
to verify employee names and Social Security Numbers. Social Security Number
Verification Service consists of four parts:

Request Online SSNVS Verification

Interactive Verification allows you to enter up to 10 Names and Social Security
Numbers to be verified by the Social Security Administration. Results are
returned immediately and can be viewed online.

Submit an Electronic File for SSNVS Verification

This feature allows you to upload a file containing Names and Social Security
Numbers to be verified by the Social Security Administration. The results are
available by the next business day.

View Status and Retrieval Information
This feature allows you to view the current status of a submission, view results
from an uploaded file, or download verification results.

Employee Verification Service (EVS) User Manual
This feature allows you to browse the Employer Verification Service (EVS) User
Manual online.



Lesson 2: How To Use Request Online SSNVS Verification

Step 1: Select the ‘Login’ link from the Business Services Online Welcome page.
(Note: You must be a pilot participant and have a Personal Identification Number (PIN)
and password to use the Social Security Verification Number Service.)

Step 2: The attestation page will display. After reading and agreeing to the terms of use
for SSNVS, select the ‘I Accept’ button at the end of the page.

Step 3: Type your Personal Identification Number (PIN) and Password.
(NOTE: To access this service, you must be a participant in the pilot program.)

Step 4: From the Business Services Online home page, select the ‘Request Online SSN
Verification’ link from the Business Services Online (BSO) home page.

Social Security Number Verification Services:

P Request Online SSN Verification
The S8 Verification aption allsws employers to manually enter and submit up to 10 Social Security
Mumbers and Names to be verified by Social Security Administration. Results are returned immediately far
reviewy.

P Submit an Electronic File for SSN Verification
The electronic file submission option allows employers to submit a file containing Mames and Social
Security Mumbers to be verified by Social Security Administration. The data in the file must be in the correct
format.

P View Status and Retrieval Information
The Status and Retrieval option allows employers to view the current status of a submission.

P View Employee Verification Service (EVS) User Manual
The Employer Verifcation Service (E¥S) User Manual provides additional information on submitting files to
Social Security Administration for verification and retrieving the results ofthe submissions.




Step 5: The SSN Verification web page will display. Enter the information to request up
to 10 names and SSNs for immediate verification against SSA’s records.

(Note: SSN, First Name, and Last Name are mandatory fields.)
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BSOS Home | BSS Information Links | Sontact $54 | Keyboard Mavigation | Logout

Central Content
SSMYS OnLine Help

55N Verification

rou must enter the Sacial Security Murmber, the First Mare and the Last Mame. Mandatary fields are
indicated by an *,

For Help, select the "SSNWS Online Help™ link at the top of this page, or select a column heading. The
SSMWS Online Help link will take vou to the Table of Contents of the SSMWS Help page. The column
hesding link will take you directly to the Help section for that colurnn, Help instructions will open a new
window. Clase the Help windaw to return to this windaw.

Please Hote:

* Social Security Adriinistration will only return results for data that does not Fmatch our recards.
* For your records, please print a copy of this page before selecting Submit. This is necessary
because infarmmation is returned for data that matches Social Security Administration's records,
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Yol may want to print or save this page BEFORE wou submit.
This information will FNOT be wisible after submission.
This page contains confidential information.

Flease keep the printed § saved page in a secure place.

Submit I Clear Form I

Hawve a question? Call 1 8007726270 to speak with Employer Customer Service personnel.
For TODDYTTY call 1-800-3250778.

BSOS Home | BSOS Information Links | Contack SS5A | Keyboard Mavigation | Logout

Step 6: After entering the data you wish to verify, select the ‘Submit’ button to process
the data. Select the ‘Clear Form’ button to delete the data.



Step 7: The SSN Verification Results page will display. This page will display the
total records submitted, total records that successfully verified, and total records
that failed verification against SSA’s records.
(Note: Only the results that do not match SSA’s records will display on this page.)
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Have a question? Call 1.800-772.6270 to speak with Employer Customer Service personnel.
For TOOVTTY call 1-800-325-0778.
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Step 8: If the data does not match SSA’s records, select the “What to do if Names/SSNs
don’t match’ link to view important information.
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Records Submitted || 1 Yerified Records |0 Failed “erification || 1

The following data does not match Social Security Administration's records.
Follow the link below to find out more infarmation.
wihat to do if Narmes/SSN: don't match?

SSN First Name | Middle | Last Name || Suffix || Date of Birth | Gender Code
999999999 Name MMDDYYYY F/M

123451234 MICKEY - MOUSE - - -

Werify Maore S5Ms

Have a question? Call 1800-7726270 to speak with Employer Customer Service personnel.
For TOD/TTY call 1-800-325-0778.

BSOS Horme | BSO Information Links | Contact 554 | Keyboard Mavigation | Lagout




Step 9: The important information web page is displayed.

1.

What To Do if a Social Security Number (S5SN) Does Not Verify

The 3315 listed abowve or returned m your file did not match 3347 s records. These S35 faled wenfication. Itis
suggested that yvou follow these steps for each 3317 that we could not verify:

Compare the faled 33 matches to vour employment records to see if vou made a typographical ervor. Resend
only the correct data (not the entire subrmission).

If wvour employment records match what you submitted, ask vour employee to check histher Social Security card
and inform vou of any name or 331 difference between vour records and histher card. If vour emplowment
records are mcorrect, correct your records and resubmut the corrected data.

If wour employment records and the name and S3M shown on the Social Security card match, ask the emplovee to
checl with any local Social Security Office to determine and resolve the issue. Tell the emplovee that once hefshe
has wsited the Social Secunty office, hefshe should mform you of any changes. You should correct wour records
accordingly.

If the emplovee is unable to provide a valid 331, wou are encouraged to document vour efforts made to obtain the
corrected mformation.  (Documentation should be retamed consistent with all payroll records for a penod of 4

vears.)

If the emplovee no longer worles for vou, try to obtain the corrected mformation from the emplovee and submit it to
234 on Form "W-2c (Statement of Corrected Income and Tax Amounts).

If wou are unable to contact the emplovee, wou are encouraged to document vour efforts

REMEMEER

- A& mismatch is not a basis, in and of itself, for you to take any adverse action against an employee, such as laying off,

suspending, finng, or discriminating
Company policy should be applied consistently to all worlcers.

- Any employer that uses the falure of the mformation to match 334 records to take mappropnate adverse action

against a worker may violate State or Federal law.

- The information you receive from SSIVE does not make any statement regarding a worlcer’s immigration status

Close Browser Window

¥ou can also use the File menu to close this window




Lesson 3: How to use Submit an Electronic File for SSN
Verification

Step 1: Select the ‘Submit an electronic file for SSNVS verification’ link from the
Business Services Online home page.

Step 2: The File Submission for SSN Verification web page will display. Either type the
file name or select the ‘Browse’ button to select the file to be uploaded.

(Note: The file can be up to 4 MB for batch processing for results within 24 hours. Then
select the ‘Submit File Now’ button.)

Skip to Central Content

SoclalSeomtvOnhne
i Busmess Services ()nhne

Social Security's Business Services Onfine {B

BSC Horme | BSO Information Links | Contact S5A | Keyboard Mavigation | Logout

Central Contant
SSMwS OnLine Help

File Submission for SSN Verification

Files submitted before 500 p m_ (prewvailing Eastern time) Monday-Friday will be
availlable within 24 hours. Files submitted after 200 p.m. on Friday, or on Saturday or
Sunday will be available by 12:00 noon (prevailing Eastern time) the following

ity [alglaf=¥2

Enter the full pathname of the file to submit or select Browwse to pick the file. When you
have chosen the file, select Submit File MNow. You will receive a Confirmation
Message and Tracking Mumber when your file submission is complets.

ForHelp, selectthe SSMWYS Online Help link at the top of this page or The Browse
Eutton Instructions for DBragon Hsers link. The SSMNYES Online Help link will take you
to the Table of Contents of the SSMNY'S Help page. The Browse Button Instructions for
Dragon Users link will take wou directly to the Help section entitled "Erowse Button -
For Dragon Users”. Help instructions will open a news window. Close the Help window
to return to this window.

File to Submit: Browse... |

Submit Fils Mow |

Elapsed Submission Time: |

Have a gquestion? Call 1 800-FF26270 to speak with Employer Customer Service personnel.
For TODATY call 1800325 0778.

BSC Homme | BSS Information Links| Contact S84 | Keyboard Mavigation | Logaout




Step 3: The Tracking Number Confirmation page will display. Be sure to keep
a record of this tracking number. You will need it to track the status of your
submitted file.

“ii- Business Services Online

Social Security's Business Services Online (BSO

BSOS Home |BSO Information Links | Contack S84 | Keyboard Mavigation | Logout

SSMVWS Online Help

Your file has been successfully submitted.

Here iz your Tracking Number, YVou will need this number to retrieve the results of your submission,

05600001

We recornend that you print or save a copy of this Tracking Number Confirmation for
your records.

SENVE files submitted before 5:00pm (prevailing Eastern time) Monday-Friday will be available
within 24 hours. Files subrmitted after 5:00pm on Friday, or on Saturday or Sunday will be available
by 12:00pm {prevatling Eastern time) the following Monday.

Submit Another File |

Home Fage |

Hawe a question? Call 1-800-772-6270 to speak with Employer Customer Setvice persotnel.
Fotr TDDVTTY eall 1-800-325-0778.

BSO Horme | BSO Information Links | Contact 554 | Keyboard Mavigation | Logout

Step 4: You can select the ‘Submit Another File’ button if you wish to upload another
file. Select the ‘Home Page’ button to return to the BSO Home Page.



Lesson 4: How to use View Status and Retrieval Information

Step 1: Select the ‘View Status & Retrieval Information’ link from the Business Services

Online home page.

Step 2: The Status and Retrieval web page will display. You can view the status of files

submitted for batch processing and review online submission results of
SSN/Names that failed verification.

Step 3: There are three options to view the status of your submitted file.

Option 1: You may enter the specific tracking number.

Option 2: You may enter a start and end date to view the status of files
submitted within that timeframe.

Option 3: You may use this option to view all SSNVS files submissions
associated with your PIN.

Lih- Business Services Online

Social Security’'s Business Services Online (BSO,

BS Horme | BSO Informmation Links | Contack §5A | Keyboard Mavigation | Logout

SSHWS Cnline Help

Status and Retrieval

There are three options for checking the status of the files:

* Option 1: Tracking Murmber - Use your & character tracking nurnber far a specific file status,
* Option 2t Date Range - View status of your files by entering a range of submiszion dates.
* Option 3 Al Submissions - Retrieve a list of file submissions available to your PIM,

For Help, salac the "SENIE Online Healp™ link ot tha top of this page or selach 3 data fram help link. The SESNKS
Online Help Nek will take pou to the Table of Contents of bhe SSNWE Help page. The data iters help fink will take

you directly o the Help section for that data element. Help instractions will cpen & new windaw. Close the Help
window bo raturn bo Hhis window.

Option 1 Tracking Mumber

Tracking Murmber Help ‘ Submit 1 |

Range Statt Date

1]

Cate Help
MMDDYYYY
Option 2
Range End Date
Date Help Submit 2 |
MMDDYYYY
‘DptiunS ‘ All Submizsions ‘ All submissions Help ‘ Submit 3 |

Have a gquestion? Call 1-800-772-6270 to speak with Emplosyer Customer Service personnel
For TDDVTTY call 1-B00-325-0778,

BES Horme | BSS Informmation Links | Contack 554 | Keyboard Mavigation | Logout




Step 4: After selecting one of the above options, the Status and Results page will
display. You will be able to either view or download your file.
(Note: If you would like a description of the Status Codes, you may view the
Status Code Explanation table displayed on this page.)

Social SecurityCOOnline
Business Serv1ces Online

BEST Home | BSS Information Links | Sontact 5S4 | Keyboard Mavigation | Logeut

SSMWS OnLins Halp

Status Codes - The table beloww shows the explanation of each status code of your Tile

STATUS

O E NANWE EXPLANSTION
AVLBLE _Awailable The file is ready for viewing or downloading
DWNLOD Cownloaded The file is available and already has been downloaded.

Failed Fo. at or Surface At least one (12 record in the file did not hawve the correct
FFRMSE En.:h'ts length of 130 characters o~ more than 50%6 of the Mame
and SSHM records in the file Ffailed edits.

The file was either not compatible with PEZip or contained

FUMNZIP Failed UnZip roaltiple fles

arus ol i ae The Sle contained = virus: please send us a virus-free
[ o xenﬁ;;,s;xifgz;essed; srour results will be awvailable
MO TAVL Mot Asrailable | ﬁ;?; 2= ;‘;:th;“:;;gu days old and can no longer be
RESUBM Fesubmit [The Sle could not be processed and must be resubmitted
VIEWED Sriewred | The file is available and has already been wewed

Retiewal Options

I SESEID LD te downioad vour file,

* IMPORTANT: You may have to the ded file with your default text editor OR
sawve the downloadaed fila as 2 file.

e Selack TWIEW " i fhe murmber of pecords which Failed usrificskion i 10 op l=zs,

* Salact “Status Code” for rmore informmation shout the status of vour subraission.

Aoke:r AN IHELF and Frformmation Heks soan o s meve browser windovs. Close the hale window to returs bo
shis paoe

Status of All Tracking Numbers.

Subnmission Teackina s sNts Failed sStatus S — A ailable
Date - Subnittad | Yesifcation Opton Throuoh
12/Z0/200Z | 05600001 - - INEROC = - -

Mew Statusz Request

vwhat To Do if a Social Security Number (SSN) Does Mot Verify

The SSkMs listed abowve or returned in your file did not match SSA's records
These SSks failed werification. It is suggested that you follows these steps for
each SSMN that vwe could Not verify:

1. Compare the failed SSMN matches to your ermployment records to see if you
made @ typographical error.  Resend only the correct data (not the entire
submission)

2. If your ermnployment records match what wou submitted, ask vour employee
to check hisfher Social Security card and informm you of any Aame or SSk
difference between your records and hisfher card. If yvour employment
records are incorrect, correct your records and resubmit the corrected
data

3. If your employment records and the name and SSMN shown on the Social
Security card rmatch, ask the ermployee to check with any local Social
Security Office to determine and resolve the issue. Tell the employee that
once hefshe has visited the Social Security office, he/she should inform
wou of anmy changes. wou should correct your records accordinaly

4. If the employee is unable to provide a valid SSk, you are encouraged to
document your efforts made to obtain the corrected information.
(Docurmentation should be retained consistent with all payroll records for 2
period of 4 years )

5. If the employee no longer works for wou, try to obtain the corrected
information fror the ermploves and submit it to SS2 on Form WWoz2c
(Staterment of Corrected Income and Tasx Armounts)

6. If wvou are unable to contact the employee, you are encouraged to
docurment your efforts

REMEMBER

e A mismatch is not a basis, in and of itself, for vou to take any adverse action
against an employee, such as laying off, suspending, firing, or
discriminating.

= Company policy should be applied consistently to all workers

- Ay employer that uses the failure of the information to match SSA records
to take inappropriate adwerse action against a worker masy wviolate State or
Federal laws

- The information vou receive from SSMNWS does not make any staterment
regarding a worker's immigration status.

Have a guestion? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-325-0778.

BSO Home | BSO Information Links | Contact SSa | Keyboard Mavigation | Logout




Lesson 5: View Employee Verification Service (EVS) User Manual

Step 1: Select the ‘Employee Verification Service (EVS) User Manual’ link from the
Business Services Online home page.

Step 2: The Employee Verification Service User Manual is displayed for you to view the
online version of the EVS User Manual.

Employee
Verification Service

(EVS)

Verification of Names,
and Social Security Numbers
*\?.,L SE Ce,

SR

Employer and Third-Party
Submitter Instructions
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